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REGISTRATION Upgrade

1. How to register & set up your
account

2. How to configure your
Authenticator App.

3. How to LOG IN for the first
time.

<]  Registration &
Account Set Up

Step 1: You will receive a
Registration Notification email as an
Authorized Person.

Step 2: Open the notification & click
the link provided to start your
registration process.

Step 3: On the Authorized Person
Registration Page, create a strong
password which required the
following requirements:

1. At least 8 characters long

2. At least 1 uppercase letter (A—2)
3. At least 1 lowercase letter (a—2z)
4. At least 1 number (0-9)

5. Atleast 1 special character
(e.9.! @ # 3 %)

(Note: Make sure the Password and
Confirm Password fields match exactly.)

Step 4: Click “SUBMIT”

[ Set Up Your
Authenticator App

Step 1: Download an authenticator app
if you do not already have one. We
recommend downloading the
“‘Microsoft Authenticator App”.

Step 2: Scan the QR Code using your
Authenticator App.

Step 3: Enter the 6-digit code shown in
the app and click Submit.

(If scanning does not work, you can enter
the code manually.)

Step 4: Proceed by clicking Login to
access the Taxpayer Administration
Portal.

Note: [:i]the 6-digit code refreshes
every 30 seconds.

Important: Please download both the
RCA and ICA Certificates to help
secure your access and avoid
interruptions when using the port

Q, FIRST TIME Login

There are two ways to log in to the
Taxpayer Administration Portal.

For first-time users, select:

“Login with Username and
Password.”

Step 1: Enter your registered email
address and your password.

Step 2: Open your Authenticator App
and enter the 6-digit code

Step 3: A consent page will appear
and click YES to confirm your
access

Step 4: Select your taxpayer profile
from the list

dYou now have full
access to the TAXPAYER
ADMINSTRATION PORTAL




